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POSTING 
RESOURCE ADVISOR 

Permanent Full-time (35 hours per week) 

Whalley WorkBC Employment Services Centre 
 

An opportunity exists for a Resource Advisor who is also experienced in data entry and 
administrative tasks. The successful candidate will be responsible for providing current job 
search information as well as support to clients accessing our very busy Resource Centre in 
Surrey. He/she will organize and maintain up-to-date Labour Market and community resources 
information; will also register clients in job search workshops as required. The Resource 
Advisor will also be trained for using ICM. 
 
QUALIFICATIONS 
Education, Training, and Experience 

 Certificate in Office Administration from an accredited college or equivalent combination 
of education and experience within the employment field 

 Experience in motivating and supporting clients in job search activities 
 

Job Skills and Abilities: 

 Excellent oral and written communication skills, interpersonal skills and confidence in 
dealing with difficult clients 

 Proficiency with MS Office, databases, data entry, and navigating the Internet 

 Excellent knowledge of using and trouble-shooting a variety of office equipment 

 Competent in relating to a very diverse clientele and sincere appreciation for a 
multicultural environment; patient and calm when handling challenging situations 

 Ability to organize and carry out duties with independence and professionalism 

 Comfortable working in a multi-tasking, fast-paced environment 

 Knowledge of LM trends, as well as job search and other community resources 

 Alert to the needs of a performance-based business model  

 Second language an asset 

 Crisis Line experience an asset. 
 
* An eligibility list will be maintained for up to 6 months 
 
CLOSING DATE:   January 8, 2016    
 
PLEASE APPLY VIA EMAIL TO: Andy Senko, Assistant Program Manager 

Options Community Services 
 
13655 104 Avenue  
Surrey BC V3T 1W3 

 
Email: andys@options.bc.ca 

 
Please include a resume and a cover letter that describes clearly why you are a good fit for 
this role. Thank you in advance for all applications. No phone calls please.   
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